Valdosta State University Deg ree WOFK@AdVISOrG UIde

::Access Degree Works via MyVSU

Plans Tool
Student Educational Planner (SEP)

With the Degree Work8" Planstool, advisorscancreate academic plans based on a student's
future academic goals. Paefined plans, or templates for particular programs of study, can be
created ahead of time and loaded for student advising. Once a plan is populated, it can be
modified as needegdincluding adding relevant note¥ou can also runuélits for a plan to check
the student’sprogress against the plao ensure timely degree completion.
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For additional assistance, contact
VSU Solutions Center
2292454357
_Or_

Email: degreeworks@valdosta.edi
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ViewEXistingPlans

Select a studenand plan

1. In the Student IOield, enter the student’'s VSU Banner [B70#)and press Entekeyon
your keyboarglor click the Findcon to search for a student.

2. dick the Plangab. A list of existing plans is displayed.

i If no plan exists, you will be prompted to create one from scrawmhuse a template. .

View plans

A plan can be opened in the following vieWsidit, Calenday Edit, and Notes
Select plar> Select from the View drodewn listlocatedto the right on the blue bar

Audit view: Displays a sidby-side view of alegree reporton the left sideanda highlevel view
of aplanon the right sideThe audit processes tl@mursework against the requirements
associated with the student's degree daRxogress is displayed in terms of the percentafje
requirements and hours completed.
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Calendarview: The calendar view provides a high
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Create a Blank Plan

Nameplanandaddterm(s)

1. If no plan exists, select Blank Plahen prompted.

If a plan exists, click New Plan button located in uppgint corner >Blank Plan
You are now in Edit View.

Enter a Description(i.e., Financd3BA)

If necessary,edect the Degredo which this plan applies from the dragnswn list.

Optionally,select theActive check boxo indicatestudent is following this plan.

a & WD

Slect the Lockedcheck box to prevent other users from editing the pléou can lock
the plan after it has been approved. Once locked, students can still access and save
plans, but they must request changes be reviewed by an advisor who will then lock the
updated plan when it is approved.

6. dick thePIusfsignto selecta Term(s)from the dropdown list.

Description: Practice Plan [] Active [ ] Locked 3 .

vel: Gradubte-Semester ' ' : Degiree: ‘Master of Social Work * Le

¥ Fall 2018 Total Credits: 2.0 i

Addterm requirements

As needed, dd Requirements for each terron the plan.
Types of requirementourse Choice GPA Test ScorelNon-Coursg and Placeholder

Add aCourserequirement

There are multiple ways a course(s) can be added to a term:

a. From the Still Needed List:ocated on the right side of the plan, the Still Neegbethe
contains the remaining requirements from the student’s Degree Wovksdit blocks.

1. dickthe Arrow to the left of the titleto expand a block
Drag the courseo the gray bar of the term when the course is to be completed.
3. Click the Refreshutton to update the Still Needed list as you addjuired

courses to the plan.

no
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Add a GPA requirement:

1. Click the Plus sign to thefar right on the gray term bar > Sel€gPAfrom thelist of
requirement types.

2. Select theype of GPA from th&PA Requirement drogown list:
a. Classtist GPASpecify a list of classes and the minimum average GPA for that

list. (Click the Ellipses iconto type in the class names.)

b. Major GPA Specify a major and a minimum GPA for that area of study. (Select
major from the Major dropdown list.)

c. Overall GPA begree WorksSpecify the minimum overall GPA as calculated by
Degree Works.

d. Overall GPA Student System
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Add a NonCourse requirement:

Used to add requirements that are not courses, scores, or GPAs--example, a music recital.

1. Click the PIu:_'-;sign to the far right on the gray term bar > Select Mursefrom the
list of requirement types.

2. Select the type from the Ne@ourse Requiremendrop-down list.

3. Optionally, enter a value for the requirement inside the box uratus
For example, for a music recital, you can record the status as completed.

M e e — _ma s
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Felect - ) | | [ |5

Select
CPC - English
CPC - Foreign Language

Add a Placeholder requirement:

Used to add requirements that cannot be categorized under the other requirement types.

1. Click the PIu:_'-;sign to the far right on the gray term bar > Select Placehdiaen the
list of requirement types.

2. Enter text in the box under Value

i’ A Placeholder is informational only and does not impeath units.

i il
Placeholde e irement o e

Select v E

Delete a requirement from a term:
1. Click on the desired requirement to select it.

2. Click the Minug= signto the far right on the gray term bba

18 Fotal Credits: 2.0 e r ‘Reassign e Lereite s erin |

Course Requirement Credits Minimum Grade Hotes
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Reassign requirements between terms:

1. Select the desired requiremers Drag and drogo the desired existingerm.

Reassign all term requirements:
1. Click the Reassigwutton on the term box.

2. Select the new term to reassign requirements from the ddapvn list displayed on the
far-left cornerof the term box

3. ClickOK The new term is created and requirements are moved to that term. The old
term is removed.

i You cannot reassign all requirements from a term to an already existing term.

Add notes

1. Click the Notes iconto add notes tahe Plan,a Term, oiTerm Rquirement

2. dick theAdd Notebutton >Type note> Click thédonebutton.

i’ Once entered, the note icon will change from solid black to black with white

lines C
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Saveplan

Modifications toa plan are not captured until the plan is saved.

Save

1.

When finished editing,lickthe Savebutton in the bottom righthand cornerof the
screen

[ croto ook | puan_|| _whatr | [ s

Click the View Plan Lisutton.
The plan will be displayed in the list of existing plans.

Save As

To make a copy ofneexistingplan:

1.

2.

In Edit viewof the existing planclick the SaveAsbutton in the bottom right.
(If Save As is grayed out, edit the plan in some way; i.e., the Description.)

Click the View Plan Lisutton.
A newly created plan (copy) will be displayed in the list of existing plans.

Cancel

1.
2.

ToCancela planwithout saving any modificationgo not click the Save button.

dick any @b (Worksheets, Plans, Notes, GPA Calc) at the top of the page to leave the
edit mode of the Planpagewithout saving the plan.

SelectLeave Pagef prompted with a popdp message asking “Are you sure? This page
is asking you to confirm that you want to leavdata you have entered may not be
saved.”
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Planner Audits
Run an audit
To run an Audit for a plan while in the Edit, Calendar or Notes: view

1. Click theAudit button at the lower right corner of the page.
The Audit is not saved in the system.

2. To print Audit, click the Pridink at the top right corner of the Audit page.

Run a Whatlf audit

What-
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